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Learning Points 
 
 
In this Module you will be introduced to the basic 
information required to establish a new employee:  
 
• Three methods of Data Entry 
 

--Individual Screen Access – Refer to CAPP 
Topics 50110, 50125, 50305, 50310 

 
--Link – refer to CAPP Topic 50115 
 
--Menu – refer to CAPP Topic 50115 
 
 

• Basic database screen id’s used to enter new employee 
data 

 
• Basic data fields of each screen used to enter new 

employee data 
 
• Using On line Help – Refer to CAPP Topic 50110 
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 Example #1 

  
Add New 
Salary 
Employee 
Using 
Individual 
Screen Access 

Using the information below complete the New Employee Add screen 
H0BNE: 

 
Field Employee Information 

Employee Number 26262626200 
Employee Name First/Middle John Thomas  
Employee Name Last Stroud 
PO Box/APT/SUITE Apartment #3204 
Street Address 42 Maple Street 
City State Zip Richmond, Va 23222-1234 
Social Security 262-62-6262 
Employment Date January 10, 20XX 
Birth Date February 27, 1956 
Salary or Rate $1,448.17 
Time Card Status 1 – Automatic 
Pay Type 2 – Salaried 
Pay Frequency 70 
FIT M Status 2 – Married 
NO Exemp 4 
FIT Status 4 – Calculate 
FICA Status 4 – Calculate 
FUTA Status 1 – Exempt 
SUI Status 4 - Calculate 
SUI State 47 – VA 
Tax Unit 001 
ORG Codes 12285600000 
ST Code 47 – VA 
MAR St 2 – Married 
SIT ST 4 – Calculate 
SIT EX 4 

 
Continued on next page 
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Example #1, Continued 

 
> GUH   100XX                                                                                                                     ON H0BNE  
                                                                                
                   ------------NEW EMPLOYEE ADD------------                     
                                                                                
I  COMPANY--> 100XX EMPLOYEE NUMBER--> 9999999999 X                             
   EMPLOYEE NAME FIRST/MIDDLE--> ____________________ ____________________      
   EMPLOYEE NAME LAST ---------> _________________________                      
   PO BOX/APT/SUITE--> ______________________________                           
   STREET ADDRESS----> ______________________________                           
   CITY STATE ZIP----> ________________ _______ ____________                    
   SOCIAL SECURITY---> 000-00-0000                EMPLOYMENT DATE---> 00/00/0000       
   BIRTH DATE--------> 00/00/0000                       SALARY OR RATE----> 0                
   TIME CARD STATUS--> 1   PAY TYPE--> 2   PAY FREQUENCY-----> 70               
   STAND HRS 1 AND 2->  86.67  999.99      START PAY DATE----> 00/00/0000       
    FIT M       NO           EXTRA   ------STATUS----------  SUI TAX   SD                      
    STATUS  EXEMP   AMT/%   FIT FICA FUTA SUI  ST  UNIT  LOC    ORG CODE         
      1              0000000               0     4        4          1         4   47    001     0000     12285600000      
                CTRY  ST LOC MAR SIT   SIT             SIT     LOC  LOC        LOC       DI  SP     LOC          
                   CD     CD CD    ST      ST   EXEMP   AMT% ST     EXEMP  AMT%  ST LOC NAME         
   WORK> 001     47 0000      1        4               0             0       1     0               0              1   1        ________     
   RES->                00  0000     0         0               0             0       0     0               0              0    0       ________     
6058W-DONT FORGET TO CHANGE KEY         6059W-NEW EMPLOYEE TO BE ADDED          
6180I-ZIP CODE PRINTS AS ENTERED                                                
                                                                                                                         10/21/04  15:05:40 1 M3L1 CID5 ____ 
 
  

Continued on next page 
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Example #1, Continued 

 
 Using the information below complete the Basic Employee Identification 

screen H0BID: 
 

Field Employee Information 
Home Phone (804) 285-0867 
Business Phone (804) 664-2198 
Sex M 
Pay Band 5 
 
 

 

 
> GUH   100XX,26262626200                                            ON H0BID  
                                                                                 
                    ------BASIC EMPLOYEE IDENTIFICATION------                    
                                                                                 
    COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
 __ NAME> JOHN                 THOMAS               STROUD                       
    PO BOX/APT/SUITE--> APARTMENT #3204                                          
    STREET ADDRESS----> 42 MAPLE STREET                                          
    CITY STATE ZIP----> RICHMOND         VA      23222-1234                      
    HOME PHONE--------> (000)000-0000       BUSINESS PHONE----> (000)000-0000    
    PAY TYPE----------> SALARY              SALARY OR RATE----> 000001448.17     
    STANDARD HOURS---->  86.67              STANDARD HOURS 2--> 999.99           
    TIME CARD STATUS--> AUTOMATIC           SOCIAL SECURITY---> 262-62-6262      
    BIRTH DATE--------> 02/27/1956          PAY FREQUENCY-----> 70               
    EMPLOYMENT DATE---> 01/10/2004          SEX---------------> NOT DEFINED      
    ANNUAL SALARY-----> 000034756.08        AMT LAST PAY CHG--> 000000000.00     
    ORGANIZATION------> 12285600000         DATE LAST PAY CHG-> 00/00/0000       
    PAY BAND ---------> __                  SALARY STEP-------> __               
    MARITAL STATUS----> 0                                                        
    START PAY DATE----> 00/00/0000          START DAY OF WEEK-> 2                
    WORK DAYS/WEEK----> 5                   STD HOURS/DAY----->  8.0             
                                                                                 
                                                                                 
                                         10/22/04  11:00:10 1 M3L1 CID5 ____ 

 
Continued on next page 
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Example #1, Continued 

 
 Using the information below complete the Employee Job Description screen 

H0BUO: 
 

 
Field Employee Information 

Role Code 19034 
Establishment Code 1642 
SDP Participant Y (default) 
FIPS Code 51222 
Worker’s Comp Code 8810 
FLSA CD E 
Contract Length 12 
State App Sal $34,756.00 
PER ACT N 
ENC N 

 
> GUH   100XX,26262626200                                            ON H0BUO  
                                                                                
                   --------EMPLOYEE JOB DESCRIPTION--------                     
                                                                                
_  COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
   NAME->  JOHN                 THOMAS               STROUD                     
                                                                                
                                                                                
                                             ROLE CODE --------> 00000          
   ESTABLISHMENT CODE> ____                  TRAINEE STATUS----> 0              
   SDP PARTICIPANT---> _                     TERM/TRANS--------> _              
   JOB DESCRIPTION---> ____________________                                     
   FIPS CODE---------> _____                 WORKER'S COMP CODE> ____           
   FLSA CD-----------> _                     CONTRACT LENGTH---> __             
   ALIEN CD----------> C                     NUMBER OF PAYS----> __             
   EFF WRK YR--------> 00/00/0000            WORK YR HRS------->          .00   
   RACE--------------> OTHER                 EMP TYPE----------> _              
   HCE CD------------> 0                     AG EMP START------> 00/00/0000     
   STATE APP SAL----->          .00          PER ACT-----------> N              
   FED APP SAL------->          .00          ENC---------------> N              
   NON APP SAL------->          .00          HAND CD-----------> ___            
                                                                                
0002W-ROLE CODE MISSING                                                         
                                        10/22/04  11:15:04 1 M3L1 CID5 ____ 
 
 
 

Continued on next page 
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Example #1, Continued 

 
 Using the information below complete the Additonal Pay Rates and Factors 

screen H0BBN: 
 
 

Field Employee Information 
Overtime Status 1 (default) 

 
> GUH   100XX,26262626200                                            ON H0BBN  
                                                                                
                   --- ADDITIONAL PAY RATES AND FACTORS ---                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
   NAME> JOHN                 THOMAS               STROUD                       
                                                                                
__ OVERTIME STATUS---> 1                   OVERTIME TYPE-----> 3                
   OT 1 PREMIUM------>     1.000000        OT 2 PREMIUM------>     1.500000     
                                                                                
   SHIFT-------------> 1                   SHIFT LOCATION----> 0                
   SHIFT RATE/FAC CTL> 1                   SHIFT 2 PREMIUM--->   .000           
   SHIFT 3 PREMIUM--->   .000                                                   
                                                                                
   ADD. RATE 1------->      .000000        ADD. RATE 2------->      .000000     
   ADD. RATE 3------->      .000000        ADD. RATE 4------->      .000000     
                                                                                
                                                                                
   FIT TAX %--------->   .000              PIT TAX %--------->   .000           
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/22/04  14:04:04 1 M3L1 CID5 ____ 
 
 
 

Continued on next page 
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Example #1, Continued 

 
 
 
 The Employee Status Information screen is established with an active status 

(1) in the Employment Status field based on the H0BNE information. 
 
> GUH   100XX,26262626200                                            ON H0BES  
                                                                                
                   -------EMPLOYEE STATUS INFORMATION------                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
   NAME> JOHN                 THOMAS               STROUD                       
                                                                                
__ EMPLOYMENT STATUS-----> 1               TERMINATION CODE----> __          
   TERMINATION DATE------> 00/00/0000      RETIREMENT DATE-----> 00/00/0000     
   START LEAVE DATE------> 00/00/0000      RETURN LEAVE DATE---> 00/00/0000     
   CONT SERVICE DATE-----> 00/00/0000      DT LAST STATUS CHG--> 00/00/0000     
   DATE OF LAST CHANGE---> 00/00/0000      DATE LAST PAY CHG---> 00/00/0000     
   DATE OF LAST REVIEW---> 00/00/0000      LAST CHECK DATE-----> 00/00/0000     
   PREVIOUS W-2 ISSUED---> 0               REASON LAST PAY CHG-> _              
   COMP HOURS TO DATE----> 00000.00        COMP HOURS YTD------> 00000.00       
   INCOME OUT OF CNTRY--->          .00    DAYS OUT OF CNTRY---> 000            
   FLEX SPENDING AMT----->        .00      FLEX NON TAXABLE---->        .00     
   TOTAL 401K AMT-------->        .00      DED PRIORITY SW----->                
                                                                                
                                                                                
                                                                           
                                                                               
                                                                                
                                        10/22/04  14:08:58 1 M3L1 CID5 ____  
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Example #1, Continued 

  
 Using the information below complete the General Ledger Codes screen 

HMBU1: 
 

Field Employee Information 
Company 100XX 
Employee No 26262626200 
Pay Type 0R1 
Sequence No 001 
Company Account Code 010032102__1123_________001 
CARS Funding Agency 100XX 
CARS Percent 100 

 
> GUH   100XX,26262626200                                            ON HMBU1  
                                                                                
                          ------ GENERAL LEDGER CODES ------                    
                                                                                
   COMPANY 00000   EMPLOYEE NO 00000000000   PAY TYPE ___  SEQUENCE NO  000     
                                                                                
   NAME                                                                         
                                                                                
_  COMPANY ACCOUNT CODE ___________________________                             
                                                                                
                   CARS FUNDING AGENCY ----> 100XX                              
                   CARS FUND/FUND DETAIL --> ____                               
                   CARS PROGRAM -----------> ___                                
                   CARS SUB PROGRAM -------> __                                 
                   CARS ELEMENT -----------> __                                 
                   CARS OBJECT ------------> ____                               
                   CARS PROJECT -----------> _____                              
                   CARS TASK --------------> __                                 
                   CARS PHASE -------------> __                                 
                   CARS COST CODE ---------> ___                                
                   CARS PERCENT -----------> 000                                
                                                                                
A287W-NO RECORD/S FOUND                                                         
                                        10/22/04  14:15:26 1 M3L1 CID5 ____ 

 
Continued on next page 
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Example #1, Continued 

  
 Using the information below complete the Employee Banking Information 

screen H0BB1: 
 

Field Employee Information 
Set NO 01 051401001 
Account  21212121212 
Prenote Date 01/24/20XX 

 
> GUH   100XX,26262626200                                            ON H0BB1  
                                                                                
                   ------EMPLOYEE BANKING INFORMATION------                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
   NAME> JOHN                 THOMAS               STROUD                       
                                                                                
__ NO.    BANK           ACCOUNT       PRENOTE DATE                             
   01-> 000000000   _________________   00/00/0000                              
   02-> 000000000   _________________   00/00/0000                              
   03-> 000000000   _________________   00/00/0000                              
   04-> 000000000   _________________   00/00/0000                              
   05-> 000000000   _________________   00/00/0000                              
   06-> 000000000   _________________   00/00/0000                              
   07-> 000000000   _________________   00/00/0000                              
   08-> 000000000   _________________   00/00/0000                              
   09-> 000000000   _________________   00/00/0000                              
   10-> 000000000   _________________   00/00/0000                              
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/22/04  14:24:55 1 M3L1 CID5 ____ 

 
Continued on next page 
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Example #1, Continued 

  
 Using the information below complete the Employee Benefits screen 

HMCU1: 
 

Field Employee Information 
Retire Plan Code VS 

 
 
> GUH   100XX,26262626200                                            ON HMCU1  
                                                                                 
                    -EMPLOYEE BENEFITS-                                          
                                                                                 
 _  COMPANY--> 00000 EMPLOYEE NUMBER--> 00000000000                              
    NAME->                                                                       
                                                                                 
    -HEALTHCARE BENEFITS-                                                        
                                                                                 
    PROVIDER CODE-----> __                                                       
    MEMBERSHIP TYPE---> __                                                       
                                                                                 
                                                                                 
    -RETIREMENT BENEFITS-                                                        
                                                                                 
    RETIRE PLAN CODE--> __                                                       
    BUY BACK TAXING---> _                                                        
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 0001I-ENTER HEALTH TRANSACTIONS IN BES  A287W-NO RECORD/S FOUND                 
                                         10/22/04  14:27:58 1 M3L1 CID5 ____ 

  
Continued on next page 
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Example #1, Continued 

  
 Using the information below complete the Employee Automatic Special Pay 

screen H10AS: 
 

 
Field Employee Information 

NO 014 – Imputed Life 
CHK IND 0 
Tax Desc 2 
DED Desc 0 
Rate/AMT 700.00 
Freq 09 

 
> GUH   100XX,26262626200                                            ON H10AS  
                                                                                
                    -----EMPLOYEE AUTOMATIC SPECIAL PAY-----                    
                                                                                
   COMPANY--> 00000   EMPLOYEE NUMBER---> 00000000000                           
   NAME>                                                                        
                                                                                
    NO    NAME         CALC HOURS    CHK TAX DED  RATE/AMT     FREQ LAB CD      
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
A287W-NO RECORD/S FOUND                                                         
                                        10/25/04  10:26:14 1 M3L1 CID5 ____ 
 

 
Continued on next page 
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Example #1, Continued 

 
 
 
 Using the information below complete the Employee Deductions screen 

H0ZDC: 
 

Field Employee Information 
Direct Deposit Checking 069 
FR 09 
AMT/PCT 1.000 
Utility 200000000100000000 

 
> GU    100XX,26262626200,036                                        ON H0ZDC  
                                                                                
                    ---------EMPLOYEE DEDUCTIONS------------                    
                                                                                
  COMPANY--> 100XX  EMPLOYEE NUMBER---> 26262626200                             
  NAME-----> JOHN                  THOMAS           STROUD                      
                                                                                
   NO      NAME          AMT/PCT         GOAL        UTILITY                    
     CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD      
                                                                                
__  15 RET CRDT             .00890          .00  300000000000000000             
      96   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  16 RETIRMNT             .08770          .00  300000000000000000             
      96   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  20 GRPINSR                 .00          .00  000000000000000000             
      01   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  36 LT DISAB                .00          .00  000000000000000000             
      02   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
                                                                                
                                        10/25/04  10:56:46 1 M3L1 CID5 ____ 
 

 
Continued on next page 
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Example #1, Continued 

  
 
> C     100XX,26262626200,036                                        ON H0ZDC  
                                                                                
                    ---------EMPLOYEE DEDUCTIONS------------                    
                                                                                
  COMPANY--> 00000  EMPLOYEE NUMBER---> 00000000000                             
  NAME----->                                                                    
                                                                                
   NO      NAME          AMT/PCT         GOAL        UTILITY                    
     CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD      
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
A205W-END OF LIST 
 

 
Continued on next page 
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 Example #1, Continued 

   
 Separate Federal (H0BAD) and State (H0ATX) Tax information are 

established as a result of data entry on the new employee add screen 
(H0BNE).  

 
> GUH   100XX,26262626200                                            ON H0BAD  
                                                                                
                   --EMPLOYEE AUTOMATIC TAXING INFORMATION-                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200                              
   NAME> JOHN                 THOMAS               STROUD                       
                                                                                
__ FIT MARITAL STATUS> 2                   FIT EXEMPTIONS----> 0000004          
   FIT EXTRA AMT/%--->     0               FIT STATUS--------> 4                
   FICA STATUS-------> 4                   FUTA STATUS-------> 1                
   SUI STATUS--------> 4                   SUI STATE CODE---->   47             
   RESIDENT COUNTRY-->  001                SD LOCALITY-------> 0000             
   RESIDENT STATE---->   47                RESIDENT LOCALITY-> 0000             
   WORK COUNTRY------>  001                TAX UNIT---------->  001             
   WORK STATE-------->   47                WORK LOCALITY-----> 0000             
   SECOND STATE CODE->   00                SECOND LOCAL CODE-> 0000             
   THIRD STATE CODE-->   00                THIRD LOCAL CODE--> 0000             
   FOURTH STATE CODE->   00                FOURTH LOCAL CODE-> 0000             
   FIFTH STATE CODE-->   00                FIFTH LOCAL CODE--> 0000             
   PRIMARY TAX %-----> .999                SECOND TAX %------> .000             
   THIRD TAX %-------> .000                FOURTH TAX %------> .000             
   FIFTH TAX %-------> .000                COUNTY CODE------->  000             
                                                                                
                                        10/25/04  11:03:49 1 M3L1 CID5 ____ 
 
 
> GUH   100XX,26262626200                                            ON H0ATX  
                                                                                
                   --EMPLOYEE STATE AND LOCAL TAX STATUS---                     
                                                                                
__ COMPANY--> 100XX EMPLOYEE NUMBER--> 26262626200 COUNTRY CODE--> 001          
   TAX UNIT-> 001   STATE CODE-------> 47          LOCAL CODE----> 0000         
   NAME> JOHN                 THOMAS               STROUD                       
                                                                                
   STATE NO. EXEMPTION-->       4          STATE ADD. AMT/%-->     0            
   LOCAL NO. EXEMPTION-->       0          LOCAL ADD. AMT/%-->     0            
   STATE STATUS--------->       4          D.I.  STATUS------>     1            
   SIT MARITAL STATUS--->       2          LOCAL STATUS------>     1            
   SP. LOCAL STATUS----->       1          LOCAL NAME--------> ________         
   SD LOCAL STATUS------>       1                                          

       
                             
                                      

Continued on next page 
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 Example #2 

   
Add New 
Salary 
Employee 
Using the Link 
Function 

Using the information below complete the New Employee Add screen 
H0BNE: 

 
Field Employee Information 

Employee Number 71717171700 
Employee Name First/Middle Shannon Elaine 
Employee Name Last O’Reilly 
PO Box/APT/SUITE #4 
Street Address 1771 Southhampton Blvd. 
City State Zip Richmond, Va 23225-1234 
Social Security 717-17-1717 
Employment Date January 25, 20XX 
Birth Date January 7, 1963 
Salary or Rate $1,038.88 
Time Card Status 1 – Automatic 
Pay Type 2 – Salaried 
Pay Frequency 70 
FIT M Status 1 – Single 
NO Exemp 1 
FIT Status 4 – Calculate 
FICA Status 4 – Calculate 
FUTA Status 1 – Exempt 
SUI Status 4 – Calculate 
SUI State 47 – VA 
Tax Unit 001 
ORG Codes 00194100000 
ST Code 47 – VA 
MAR ST 1 – Single 
SIT ST 4 – Calculate 
SIT EX 1 

 
Continued on next page 
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Example #2, Continued 

  
> GUH   100XX                                                                                                                      ON H0BNE  
                                                                                
                   ------------NEW EMPLOYEE ADD------------                     
                                                                                
I  COMPANY--> 100XX EMPLOYEE NUMBER--> 9999999999 X                             
   EMPLOYEE NAME FIRST/MIDDLE--> ____________________ ____________________      
   EMPLOYEE NAME LAST ---------> _________________________                      
   PO BOX/APT/SUITE--> ______________________________                           
   STREET ADDRESS----> ______________________________                           
   CITY STATE ZIP----> ________________ _______ ____________                    
   SOCIAL SECURITY---> 000-00-0000                EMPLOYMENT DATE---> 00/00/0000       
   BIRTH DATE--------> 00/00/0000                       SALARY OR RATE----> 0                
   TIME CARD STATUS--> 1   PAY TYPE--> 2   PAY FREQUENCY-----> 70               
   STAND HRS 1 AND 2->  86.67  999.99      START PAY DATE----> 00/00/0000       
    FIT M       NO           EXTRA   ------STATUS----------  SUI TAX   SD                      
    STATUS  EXEMP   AMT/%   FIT FICA FUTA SUI  ST  UNIT  LOC    ORG CODE         
      1              0000000               0     4        4          1         4   47    001     0000     12285600000      
                CTRY  ST LOC MAR SIT   SIT             SIT     LOC  LOC        LOC       DI  SP     LOC          
                   CD     CD CD    ST      ST   EXEMP   AMT% ST     EXEMP  AMT%  ST LOC NAME         
   WORK> 001     47 0000      1        4               0             0       1     0               0              1   1        ________     
   RES->                00  0000     0         0               0             0       0     0               0              0    0       ________     
6058W-DONT FORGET TO CHANGE KEY         6059W-NEW EMPLOYEE TO BE ADDED          
6180I-ZIP CODE PRINTS AS ENTERED                                                
                                                                                                                         10/21/04  15:05:40 1 M3L1 CID5 ____ 
 
 
  

Continued on next page 
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Example #2, Continued 

 
 Using the information below complete the Basic Employee Identification 

screen H0BID: 
 

Field Employee Information 
Home Phone (804) 622-1237 
Business Phone (804) 225-3491 
Sex F 
Pay Band 4 

 
> GUH   100XX,71717171700                                            ON H0BID  
                                                                                
                   ------BASIC EMPLOYEE IDENTIFICATION------                    
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 71717171700                              
__ NAME> SHANNON              ELAINE               O'REILLY                     
   PO BOX/APT/SUITE--> #4                                                       
   STREET ADDRESS----> 1771 SOUTHHAMPTON BLVD                                   
   CITY STATE ZIP----> RICHMOND         VA      23225-1234                      
   HOME PHONE--------> (000)000-0000       BUSINESS PHONE----> (000)000-0000    
   PAY TYPE----------> SALARY              SALARY OR RATE----> 000001038.88     
   STANDARD HOURS---->  86.67              STANDARD HOURS 2--> 999.99           
   TIME CARD STATUS--> AUTOMATIC           SOCIAL SECURITY---> 717-17-1717      
   BIRTH DATE--------> 01/07/1963          PAY FREQUENCY-----> 70               
   EMPLOYMENT DATE---> 01/25/2004          SEX---------------> NOT DEFINED      
   ANNUAL SALARY-----> 000024933.12        AMT LAST PAY CHG--> 000000000.00     
   ORGANIZATION------> 00194100000         DATE LAST PAY CHG-> 00/00/0000       
   PAY BAND ---------> __                  SALARY STEP-------> __               
   MARITAL STATUS----> 0                                                        
   START PAY DATE----> 00/00/0000          START DAY OF WEEK-> 2                
   WORK DAYS/WEEK----> 5                   STD HOURS/DAY----->  8.0             
                                                                                
                                                                                
                                        10/25/04  11:37:21 1 M3L1 CID5 ____ 
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Example #2, Continued 

 

  
 Since the annual salary of $24,885.00 does not exceed $25,000, establishment 

of Imputed Life is Optional.  It is suggested that the Imputed Life special 
payment be set up regardless of their salary.  If this is completed, automatic 
updates to H10AS are applied for regrades or restructure of salary plans 
regardless of the employee’s salary.  Using the information below complete 
the Employee Automatic Special Pay screen H10AS: 

 

 
Field Employee Information 

NO 014 – Imputed Life 
CHK IND 0 
Tax Desc 2 
DED Desc 0 
Rate/AMT 500.00 
Freq 09 

 
 
> GUH   100XX,71717171700                                            ON H10AS  
                                                                                
                    -----EMPLOYEE AUTOMATIC SPECIAL PAY-----                    
                                                                                
   COMPANY--> 00000   EMPLOYEE NUMBER---> 00000000000                           
   NAME>                                                                        
                                                                                
    NO    NAME         CALC HOURS    CHK TAX DED  RATE/AMT     FREQ LAB CD      
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
__ 000                  00     .00    0   0   0            .00  00    00        
A287W-NO RECORD/S FOUND                                                         
                                        10/25/04  13:47:08 1 M3L1 CID5 ____ 
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Example #2, Continued 

  
 Using the information below complete the Employee Job Description screen 

H0BUO: 
 

 
Field Employee Information 

Role Code 29112 
Establishment Code 1642 
SDP Participant Y (default) 
FIPS Code 51222 
Worker’s Comp Code 8810 
FLSA CD N 
Contract Length 12 
State App Sal $24,885.12 
PER ACT N 
ENC N 

 
> GUH   100XX,71717171700                                            ON H0BUO  
                                                                                
                   --------EMPLOYEE JOB DESCRIPTION--------                     
                                                                                
_  COMPANY--> 100XX EMPLOYEE NUMBER--> 71717171700                              
   NAME->  SHANNON              ELAINE               O'REILLY                   
                                                                                
                                                                                
                                             ROLE CODE --------> 00000          
   ESTABLISHMENT CODE> ____                  TRAINEE STATUS----> 0              
   SDP PARTICIPANT---> _                     TERM/TRANS--------> _              
   JOB DESCRIPTION---> ____________________                                     
   FIPS CODE---------> _____                 WORKER'S COMP CODE> ____           
   FLSA CD-----------> _                     CONTRACT LENGTH---> __             
   ALIEN CD----------> C                     NUMBER OF PAYS----> __             
   EFF WRK YR--------> 00/00/0000            WORK YR HRS------->          .00   
   RACE--------------> OTHER                 EMP TYPE----------> _              
   HCE CD------------> 0                     AG EMP START------> 00/00/0000     
   STATE APP SAL----->          .00          PER ACT-----------> N              
   FED APP SAL------->          .00          ENC---------------> N              
   NON APP SAL------->          .00          HAND CD-----------> ___            
                                                                                
0002W-ROLE CODE MISSING                                                         
                                        10/25/04  13:50:25 1 M3L1 CID5 ____ 
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Example #2, Continued 

  
 Using the information below complete the General Ledger Codes screen 

HMBU1: 
 

Field Employee Information 
Pay Type 0R1 
Sequence No 001 
Company Account Code 962 
CARS Funding Agency 100XX 
CARS Percent 100 

 
> GUH   100XX,71717171700                                            ON HMBU1  
                                                                                
                          ------ GENERAL LEDGER CODES ------                    
                                                                                
   COMPANY 00000   EMPLOYEE NO 00000000000   PAY TYPE ___  SEQUENCE NO  000     
                                                                                
   NAME                                                                         
                                                                                
_  COMPANY ACCOUNT CODE ___________________________                             
                                                                                
                   CARS FUNDING AGENCY ----> 100XX                              
                   CARS FUND/FUND DETAIL --> ____                               
                   CARS PROGRAM -----------> ___                                
                   CARS SUB PROGRAM -------> __                                 
                   CARS ELEMENT -----------> __                                 
                   CARS OBJECT ------------> ____                               
                   CARS PROJECT -----------> _____                              
                   CARS TASK --------------> __                                 
                   CARS PHASE -------------> __                                 
                   CARS COST CODE ---------> ___                                
                   CARS PERCENT -----------> 000                                
                                                                                
A287W-NO RECORD/S FOUND                                                         
                                        10/25/04  13:53:34 1 M3L1 CID5 ____ 
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Example #2, Continued 

  
 Using the information below complete the Employee Banking Information 

screen H0BB1: 
 

Field Employee Information 
Set NO 1 051000020 
Account 23232323232 
Set NO 2 251082615 
Account 565656565 
Prenote Date 02/09/20XX 

 
> GUH   100XX,71717171700                                            ON H0BB1  
                                                                                
                   ------EMPLOYEE BANKING INFORMATION------                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 71717171700                              
   NAME> SHANNON              ELAINE               O'REILLY                     
                                                                                
__ NO.    BANK           ACCOUNT       PRENOTE DATE                             
   01-> 000000000   _________________   00/00/0000                              
   02-> 000000000   _________________   00/00/0000                              
   03-> 000000000   _________________   00/00/0000                              
   04-> 000000000   _________________   00/00/0000                              
   05-> 000000000   _________________   00/00/0000                              
   06-> 000000000   _________________   00/00/0000                              
   07-> 000000000   _________________   00/00/0000                              
   08-> 000000000   _________________   00/00/0000                              
   09-> 000000000   _________________   00/00/0000                              
   10-> 000000000   _________________   00/00/0000                              
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/25/04  14:00:45 1 M3L1 CID5 ____ 
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Example #2, Continued 

 
 Using the information below complete the Employee Benefits screen 

HMCU1: 
 

Field Employee Information 
Retire Plan Code VS 

 
> GUH   100XX,71717171700                                            ON HMCU1  
                                                                                
                   -EMPLOYEE BENEFITS-                                          
                                                                                
_  COMPANY--> 00000 EMPLOYEE NUMBER--> 00000000000                              
   NAME->                                                                       
                                                                                
   -HEALTHCARE BENEFITS-                                                        
                                                                                
   PROVIDER CODE-----> __                                                       
   MEMBERSHIP TYPE---> __                                                       
                                                                                
                                                                                
   -RETIREMENT BENEFITS-                                                        
                                                                                
   RETIRE PLAN CODE--> __                                                       
   BUY BACK TAXING---> _                                                        
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
0001I-ENTER HEALTH TRANSACTIONS IN BES  A287W-NO RECORD/S FOUND                 
                                        10/25/04  14:04:49 1 M3L1 CID5 ____ 
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Example #2, Continued 

 
 Using the information below complete the Employee Deductions screen 

H0ZDC: 
 

Field Employee Information 
Direct Deposit Checking 059 
FR 09 
AMT/PCT 150.00 
Utility 000000000100000000 
Direct Deposit Savings 070 
FR 09 
AMT/PCT 1.000 
Utility 200000000200000000 

 
> GU    100XX,71717171700,036                                        ON H0ZDC  
                                                                                
                    ---------EMPLOYEE DEDUCTIONS------------                    
                                                                                
  COMPANY--> 100XX  EMPLOYEE NUMBER---> 71717171700                             
  NAME-----> SHANNON               ELAINE           O'REILLY                    
                                                                                
   NO      NAME          AMT/PCT         GOAL        UTILITY                    
     CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD      
                                                                                
__  15 RET CRDT             .00890          .00  300000000000000000             
      96   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  16 RETIRMNT             .08770          .00  300000000000000000             
      96   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  20 GRPINSR                 .00          .00  000000000000000000             
      01   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__  36 LT DISAB                .00          .00  000000000000000000             
      02   1 09  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
                                                                                
                                        10/25/04  14:11:09 1 M3L1 CID5 ____ 
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Example #2, Continued 

  
 
 
 
> C     100XX,71717171700,036                                        ON H0ZDC  
                                                                                
                    ---------EMPLOYEE DEDUCTIONS------------                    
                                                                                
  COMPANY--> 00000  EMPLOYEE NUMBER---> 00000000000                             
  NAME----->                                                                    
                                                                                
   NO      NAME          AMT/PCT         GOAL        UTILITY                    
     CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD      
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
A205W-END OF LIST                                                               
                                        10/25/04  14:14:25 1 M3L1 CID5 ____ 
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Example #2, Continued 

   
 Using the information below complete the Additional Pay Rates and Factors 

screen H0BBN: 
 
 

Field Employee Information 
Overtime Status 3 

 

 
> GUH   100XX,71717171700                                            ON H0BBN  
                                                                                
                   --- ADDITIONAL PAY RATES AND FACTORS ---                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 71717171700                              
   NAME> SHANNON              ELAINE               O'REILLY                     
                                                                                
__ OVERTIME STATUS---> 1                   OVERTIME TYPE-----> 3                
   OT 1 PREMIUM------>     1.000000        OT 2 PREMIUM------>     1.500000     
                                                                                
   SHIFT-------------> 1                   SHIFT LOCATION----> 0                
   SHIFT RATE/FAC CTL> 1                   SHIFT 2 PREMIUM--->   .000           
   SHIFT 3 PREMIUM--->   .000                                                   
                                                                                
   ADD. RATE 1------->      .000000        ADD. RATE 2------->      .000000     
   ADD. RATE 3------->      .000000        ADD. RATE 4------->      .000000     
                                                                                
                                                                                
   FIT TAX %--------->   .000              PIT TAX %--------->   .000           
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/25/04  14:18:46 1 M3L1 CID5 ____ 
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Example #3 

   
Add New Wage 
Employee 
Using the Menu 
Function 

Using the information below complete the New Employee Add screen 
H0BNE: 

 
Field Employee Information 

Employee Number 42252341700 
Employee Name First/Middle Amy S  
Employee Name Last Rogers 
Street Address 30 East Rock Avenue 
City State Zip Richmond, Va  23222-1234 
Social Security 422-52-3417 
Employment Date 02/01/20XX 
Birth Date June 25,1967 
Salary or Rate $8.00 
Time Card Status 0 – non automatic 
Pay Type 1 – hourly 
Pay Frequency 71 
FIT M Status 1 – Single 
FIT Status 4 – Calculate 
FICA Status 4 – Calculate 
FUTA Status 1 – exempt 
SUI Status 4 - CALCULATE 
SUI ST 47 – VA 
ORG Codes 23396700000 
ST CD 47 – VA 
MAR ST 1 – Single 
SIT ST 4 - Calculate 
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Example #3, Continued 

  
> GUH   100XX                                                                                                                      ON H0BNE  
                                                                                
                   ------------NEW EMPLOYEE ADD------------                     
                                                                                
I  COMPANY--> 100XX EMPLOYEE NUMBER--> 9999999999 X                             
   EMPLOYEE NAME FIRST/MIDDLE--> ____________________ ____________________      
   EMPLOYEE NAME LAST ---------> _________________________                      
   PO BOX/APT/SUITE--> ______________________________                           
   STREET ADDRESS----> ______________________________                           
   CITY STATE ZIP----> ________________ _______ ____________                    
   SOCIAL SECURITY---> 000-00-0000                EMPLOYMENT DATE---> 00/00/0000       
   BIRTH DATE--------> 00/00/0000                       SALARY OR RATE----> 0                
   TIME CARD STATUS--> 1   PAY TYPE--> 2   PAY FREQUENCY-----> 70               
   STAND HRS 1 AND 2->  86.67  999.99      START PAY DATE----> 00/00/0000       
    FIT M       NO           EXTRA   ------STATUS----------  SUI TAX   SD                      
    STATUS  EXEMP   AMT/%   FIT FICA FUTA SUI  ST  UNIT  LOC    ORG CODE         
      1              0000000               0     4        4          1         4   47    001     0000     12285600000      
                CTRY  ST LOC MAR SIT   SIT             SIT     LOC  LOC        LOC       DI  SP     LOC          
                   CD     CD CD    ST      ST   EXEMP   AMT% ST     EXEMP  AMT%  ST LOC NAME         
   WORK> 001     47 0000      1        4               0             0       1     0               0              1   1        ________     
   RES->                00  0000     0         0               0             0       0     0               0              0    0       ________     
6058W-DONT FORGET TO CHANGE KEY         6059W-NEW EMPLOYEE TO BE ADDED          
6180I-ZIP CODE PRINTS AS ENTERED                                                
                                                                                                                         10/21/04  15:05:40 1 M3L1 CID5 ____ 
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Example #3, Continued 

 
 
 Using the information below complete the Basic Employee Identification 

screen H0BID: 
 

Field Employee Information 
SEX F – female 

 
> GUH   100XX,42252341700                                            ON H0BID  
                                                                                
                   ------BASIC EMPLOYEE IDENTIFICATION------                    
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 42252341700                              
__ NAME> AMY                  S                    ROGERS                       
   PO BOX/APT/SUITE--> ______________________________                           
   STREET ADDRESS----> 30 EAST ROCK AVENUE                                      
   CITY STATE ZIP----> RICHMOND         VA      2322-1234                       
   HOME PHONE--------> (000)000-0000       BUSINESS PHONE----> (000)000-0000    
   PAY TYPE----------> HOURLY              SALARY OR RATE----> 00008.000000     
   STANDARD HOURS---->  86.67              STANDARD HOURS 2--> 999.99           
   TIME CARD STATUS--> NON AUTO            SOCIAL SECURITY---> 422-52-3417      
   BIRTH DATE--------> 06/25/1967          PAY FREQUENCY-----> 71               
   EMPLOYMENT DATE---> 02/01/2004          SEX---------------> NOT DEFINED      
   ANNUAL SALARY-----> 000016640.64        AMT LAST PAY CHG--> 00000.000000     
   ORGANIZATION------> 23396700000         DATE LAST PAY CHG-> 00/00/0000       
   PAY BAND ---------> __                  SALARY STEP-------> __               
   MARITAL STATUS----> 0                                                        
   START PAY DATE----> 00/00/0000          START DAY OF WEEK-> 2                
   WORK DAYS/WEEK----> 5                   STD HOURS/DAY----->  8.0             
                                                                                
                                                                                
                                        10/26/04  10:01:55 1 M3L1 CID5 ____ 
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Example #3, Continued 

 Using the information below complete the Employee Job Description screen 
H0BUO: 

 

 
Field Employee Information 

Role Code 19013 
Establishment Code 1642 
SDP Participant Y (default) Change to N the next day 
FIPS Code 51222 
Worker’s Comp Code 1234 
FLSA CD N 
Contract Length 12 
Alien Code C 
EFF WRK YR 02/01/20XX 
WORK YR HRS 80.00 
Race 2 
Emp Type 1 
ENC N 
Hand CD 000 

 
> GUH   100XX,42252341700                                            ON H0BUO  
                                                                                
                   --------EMPLOYEE JOB DESCRIPTION--------                     
                                                                                
_  COMPANY--> 100XX EMPLOYEE NUMBER--> 42252341700                              
   NAME->  AMY                  S                    ROGERS                     
                                                                                
                                                                                
                                             ROLE CODE --------> 00000          
   ESTABLISHMENT CODE> ____                  TRAINEE STATUS----> 0              
   SDP PARTICIPANT---> _                     TERM/TRANS--------> _              
   JOB DESCRIPTION---> ____________________                                     
   FIPS CODE---------> _____                 WORKER'S COMP CODE> ____           
   FLSA CD-----------> _                     CONTRACT LENGTH---> __             
   ALIEN CD----------> C                     NUMBER OF PAYS----> __             
   EFF WRK YR--------> 00/00/0000            WORK YR HRS------->          .00   
   RACE--------------> OTHER                 EMP TYPE----------> _              
   HCE CD------------> 0                     AG EMP START------> 00/00/0000     
   STATE APP SAL----->          .00          PER ACT-----------> N              
   FED APP SAL------->          .00          ENC---------------> N              
   NON APP SAL------->          .00          HAND CD-----------> ___            
                                                                                
0002W-ROLE CODE MISSING                                                         
                                        10/26/04  10:05:04 1 M3L1 CID5 ____ 
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Example #3, Continued 

  
 Using the information below complete the two General Ledger Codes screens 

HMBU1: 
 

Field Employee Information 
Pay Type 0R1 
Sequence No 001 
Company Account Code 010032102__1141_________001 
CARS Funding Agency 100XX 
CARS Percent 050 

 
> GUH   100XX,42252341700                                            ON HMBU1  
                                                                                 
                           ------ GENERAL LEDGER CODES ------                    
                                                                                 
    COMPANY 00000   EMPLOYEE NO 00000000000   PAY TYPE ___  SEQUENCE NO  000     
                                                                                 
    NAME                                                                         
                                                                                 
 _  COMPANY ACCOUNT CODE ___________________________                             
                                                                                 
                    CARS FUNDING AGENCY ----> 100XX                              
                    CARS FUND/FUND DETAIL --> ____                               
                    CARS PROGRAM -----------> ___                                
                    CARS SUB PROGRAM -------> __                                 
                    CARS ELEMENT -----------> __                                 
                    CARS OBJECT ------------> ____                               
                    CARS PROJECT -----------> _____                              
                    CARS TASK --------------> __                                 
                    CARS PHASE -------------> __                                 
                    CARS COST CODE ---------> ___                                
                    CARS PERCENT -----------> 000                                
                                                                                 
 A287W-NO RECORD/S FOUND                                                         
                                         10/26/04  10:10:27 1 M3L1 CID5 ____ 
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Example #3, Continued 

  
Field Employee Information 

Pay Type 0R1 
Sequence No 002 
Company Account Code 963 
CARS Funding Agency 100XX 
CARS Percent 050 

 
> GUH   100XX,42252341700                                            ON HMBU1  
                                                                                 
                           ------ GENERAL LEDGER CODES ------                    
                                                                                 
    COMPANY 00000   EMPLOYEE NO 00000000000   PAY TYPE ___  SEQUENCE NO  000     
                                                                                 
    NAME                                                                         
                                                                                 
 _  COMPANY ACCOUNT CODE ___________________________                             
                                                                                 
                    CARS FUNDING AGENCY ----> 100XX                              
                    CARS FUND/FUND DETAIL --> ____                               
                    CARS PROGRAM -----------> ___                                
                    CARS SUB PROGRAM -------> __                                 
                    CARS ELEMENT -----------> __                                 
                    CARS OBJECT ------------> ____                               
                    CARS PROJECT -----------> _____                              
                    CARS TASK --------------> __                                 
                    CARS PHASE -------------> __                                 
                    CARS COST CODE ---------> ___                                
                    CARS PERCENT -----------> 000                                
                                                                                 
 A287W-NO RECORD/S FOUND                                                         
                                         10/26/04  10:10:27 1 M3L1 CID5 ____ 

 
 

Continued on next page 



DEPARTMENT OF ACCOUNTS 
CIPPS INTRODUCTORY PAYROLL TRAINING 

Module 1 – Adding a New Employee Record 

March 2005 
34 

Example #3, Continued 

   
 Using the information below complete the Employee Banking Information 

screen H0BB1: 
 

Field Employee Information 
Set NO 01 051000017 
Account  34343434343 
Prenote Date 02/15/20XX 

  
> GUH   100XX,42252341700                                            ON H0BB1  
                                                                                
                   ------EMPLOYEE BANKING INFORMATION------                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 42252341700                              
   NAME> AMY                  S                    ROGERS                       
                                                                                
__ NO.    BANK           ACCOUNT       PRENOTE DATE                             
   01-> 000000000   _________________   00/00/0000                              
   02-> 000000000   _________________   00/00/0000                              
   03-> 000000000   _________________   00/00/0000                              
   04-> 000000000   _________________   00/00/0000                              
   05-> 000000000   _________________   00/00/0000                              
   06-> 000000000   _________________   00/00/0000                              
   07-> 000000000   _________________   00/00/0000                              
   08-> 000000000   _________________   00/00/0000                              
   09-> 000000000   _________________   00/00/0000                              
   10-> 000000000   _________________   00/00/0000                              
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/26/04  10:16:51 1 M3L1 CID5 ____ 
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Example #3, Continued 

   
 Using the information below complete the Employee Deductions screen 

H0ZDC: 
 

Field Employee Information 
Direct Deposit Checking 069 
FR 09 
AMT/PCT 1.000 
Utility 200000000100000000 

  
> GUH   100XX,42252341700                                            ON H0ZDC  
                                                                                
                    ---------EMPLOYEE DEDUCTIONS------------                    
                                                                                
  COMPANY--> 00000  EMPLOYEE NUMBER---> 00000000000                             
  NAME----->                                                                    
                                                                                
   NO      NAME          AMT/PCT         GOAL        UTILITY                    
     CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD      
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
__   0                ____________          .00  __________________             
      00   0 00  000  00/00/0000     00/00/0000           .00           .00     
                                                                                
A287W-NO RECORD/S FOUND                                                         
                                        10/26/04  10:19:21 1 M3L1 CID5 ____ 

 
Continued on next page 



DEPARTMENT OF ACCOUNTS 
CIPPS INTRODUCTORY PAYROLL TRAINING 

Module 1 – Adding a New Employee Record 

March 2005 
36 

Example #3, Continued 

  
 Using the information below complete the Additional Pay Rates and Factors 

screen H0BBN: 
 
 

Field Employee Information 
Overtime Status 3 

 
 
> GUH   100XX,42252341700                                            ON H0BBN  
                                                                                
                   --- ADDITIONAL PAY RATES AND FACTORS ---                     
                                                                                
   COMPANY--> 100XX EMPLOYEE NUMBER--> 42252341700                              
   NAME> AMY                  S                    ROGERS                       
                                                                                
__ OVERTIME STATUS---> 1                   OVERTIME TYPE-----> 3                
   OT 1 PREMIUM------>     1.000000        OT 2 PREMIUM------>     1.500000     
                                                                                
   SHIFT-------------> 1                   SHIFT LOCATION----> 0                
   SHIFT RATE/FAC CTL> 1                   SHIFT 2 PREMIUM--->   .000           
   SHIFT 3 PREMIUM--->   .000                                                   
                                                                                
   ADD. RATE 1------->      .000000        ADD. RATE 2------->      .000000     
   ADD. RATE 3------->      .000000        ADD. RATE 4------->      .000000     
                                                                                
                                                                                
   FIT TAX %--------->   .000              PIT TAX %--------->   .000           
                                                                                
                                                                                
                                                                                
                                                                                
                                        10/26/04  10:32:15 1 M3L1 CID5 ____ 
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Report 1006 

Report 1006, 
Change Listing 

The Report 1006 shows changes made to an employee’s masterfile records.  
Since we are creating new employee records with the hew hire process, not all 
information is shown on this report.  The following example shows what 
fields CIPPS changes are affected in the new hire process: 
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Report 1013 
Report 1013, 
New Employees 
Added Report 

The Report 1013 is produced anytime an employee is added.  It lists the entry 
date, employee number, and the employee’s last name. 
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Report 10 
Report 10, 
Payroll and 
Deduction 
Register 

The Report 10 shows gross-to-net calculation of all payroll transactions, 
automatic and batch, including all types of payments, deductions, and 
benefits, that will process with the payroll.  

 

  
 



DEPARTMENT OF ACCOUNTS 
CIPPS INTRODUCTORY PAYROLL TRAINING 

Module 1 – Adding a New Employee Record 

March 2005 
40 

 
Employee Set Up Review Questions 

 
1. What is the company number?  What is the employee number and how is 

it derived? 
 
2. Date fields may affect an employee’s pay.  Which of the following date 

fields impact the amount of money an employee is to receive and why? 

 A. EMPLOYMENT DATE (State Employment Date) 

 B. BIRTH DATE 

 C. DATE LAST PAY CHG 

 D. START PAY DATE 

 E. AG EMP START (Agency Employment Date) 

 F. PRENOTE (Direct Deposit Prenote Date) 

 G. TERMINATION DATE 

 H. DT LAST STATUS CHG 

 I. DATE OF LAST CHANGE 

J. LAST CHECK DATE 
 

3. The term FREQUENCY has been used several times throughout this 
module.  Please explain: 

 
 A. Pay Frequency (H0BID) 

 B. Deduction Frequency (H0ZDC) 

C. Automatic Special Pay Frequency (H10AS) 
 

4. When establishing employee’s tax information, the values of “1” and “4” are 
most often used for FICA, FUTA, SUI, LOC, DI, and SP LOC.  What do 
these values indicate? 

 
5. A two-step process is involved when establishing Direct Deposit for an 

employee.  Explain this procedure. 
  

Continued on next page 
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Employee Set Up Review Questions 

  
6. What is the difference between a value of “1” or “3” in the “OT STAT” 

field? 
 
7. What is the relationship between the “SALARY OR RATE” field and the 

“ANNUAL SALARY” field. 
 
8. How are Retirement, Group Life Insurance, Long-Term Disability and 

Health Care Deductions established? 
 
 How are changes made to the above? 
 
 How do you stop these deductions? 
 
9. What is Imputed Life and how is it derived?  Why is it set up as an 

automatic special pay?  When should it be updated?  How is it established? 
 
10. Programmatic Data must be established for each employee.  Why?  If it is 

not set up how is the employee’s pay charged? 
 
11. What do the values of “1” or “2” indicate in the PAY TYPE field? 
 
12. What do the values “0” and “1” indicate in the TIME CARD SATUS field? 
 
13. What is the importance of the ROLE CODE? 
 
14. What is the ESTABLISHMENT CODE? 
 
15. What action do you need to complete on the day following setup for a Non-

Participant in VSDP? 



DEPARTMENT OF ACCOUNTS 
CIPPS INTRODUCTORY PAYROLL TRAINING 

Module 1 – Adding a New Employee Record 

March 2005 
42 

 
 
 
 
 
 
 
 
 
 

End of Module 1 
 


